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P T GEORGIA DEPARTMENT OF HUMAN RESSLASES
AFPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVIGES .
o ‘ S K— __RECORDS MANAGEMEINT UNIT
. ‘For inktructions gn completmg thrs form contact DHR Fiecords Managemerit‘ Uriltr i7 Tnmty Avenue Attanta Georg:a X
30334. Phone - {404) 6564976 GIST: 2‘21-4983 : ‘ _ !
— DHR o —IdGESRGrPTB—ETﬁTHEE?a'UMAN FIES_(’)G?Q_ETSW—-' I ARCHIVES AND ms-ronv h
Apﬁ-a:aon Date Division of Public Health . Application Number T T T
' . Vital Records Section Room 217-H
_8/20/82 47 Trinity Ave. S W, 7 Ll L“ O L)' &
Applmm Number Atlanta, Ca. 30334 ‘ Datﬁﬁfaweqr 1082 Date Com)piexad
82-36 L AUG 251982 10CT 25 1982
2. P.;-:m 7] Con;ct—’k T T T B Wakm}ifxﬁuﬂ)—__ T ’ Tonephone Num..ar T
| Mikeravole . .. ‘. Director __ .. 656:47%0 __ _
3. Acuvor Reguestsd ‘
a. (O Esabiish Retsntion Scheduls; rscor"ws!tmntmultnacmmulau el fefFSre oo ﬁ_,ﬁk:-_rw) T eleiT Lnitnoatod Lan
b. ) Disposa of prasent accumulation; no further sccumulation smiicipeted. 4
e Bamena Application No. __T14-404 . Chack One: [ Change: B/&. sroede; 'O vois
4. Dan of Series 6. Records Series Title ﬂallo»ﬂdby title uaed in office; ildiﬂlnnt) T T T T T T T T T
Earliest ‘Latest . .
1919  |continuing{ Certificate of neath rilen o o
6. Division and Offics Function What it the function of the Division snd the Offics in which this record series 18 creatsd?

The Division of Public Health, through the leadership of the Director, is responsible for the

This is accomplished by the establishment of health standards for business, housing and field
operations; the improvement of the physical and dental health of adults and children; the
.diagnosis_and control of disesses; the monitoring of supplies “of drinking water; and the

daily State-wide program of registration, statistical coding, certification preservation of
.certificates for births, marriages, divorces Jannulments of marriages an& deaths tha% otcur

each- year in the State. .
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~The Vital: Records Section has the responsibility to provide sarvicea for the regiatration,
statistical COleg, certification, and preservation of reéords of birt‘n death “fetal death,
marriage, divorce, annulments, oj marriage, adoptions an& legitimation of birtha which oceur

|- yeach year within the State. . . . _ e . ]
7 nmd; Series Dmlpnon r ]’hu file cunumnthafollomng docume'm f:ndudc fprm numbers and mle.: :f my} J-’_\:"mch samp1es of the fie, .
Documents relating to: .the death of individuals who die in Georgia. L T e
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Includec afe:  Form 3903 (CertificAte of Death)-wh;lch gives perconal particulars about the _
deceased and medical information vhich is psed for statistical tabulations
to show causes of death and reflect local, State, and national trends of the -

effectivenéss of the public health programs. . I
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The file is arranged : glphabetically by county each month, and indexed by name of decedent. ‘
' Each year an nlphnbeticnl index is output on microfiche. .

administration, direction,. and coordination of the public health programs throughout Georgia.i-
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8. Monthly H.f"'nc‘ Rate ‘ o }Ew:fﬁta_n ;;. r‘cﬂrd; mfam oa W“ntd‘l are: T T T - Ikl
One 10 ux months old _conatant_ ;: Sevento welvemcnthiold _@Ame _;  Thineen to wenty4our monthsold game _;
twinty five months and older samg - ? - e - L4
9. Annual Rat of Acwmianon;;a;.;ord; T o T T T — - —
Leter-zadrawart . ; lecel4izm drc'.uaf:\ 1 Shelvet o : Other [Soecily) . . - n
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{ a. ls this the officwsl copy of the saries?

A, -
X _—’J—_—liml.wha—thn? - [ ~ .
~ Do;d_n: sOT 3 m:t‘a‘l_n:n;gh;:ml m!ormnwn rtqmrmq ucumy nandiing? i yes, Cite law o NegulETion. , )

X ___Ga. Code Annotated,Part 2,Section 2,Title 31,Chapter 10,#31-10- 25J__ﬂ**_________“q
X c. h'”i'“”’"??ﬂ?Ga. Code Ann,,Part Z,Section 2, Title 31 Chapter 10,#31-10-1 (12) .
h_x d. Doaes this series have historical or iong wrm regarch veiuve? L b _ |

l 8. Whan ons or two documénts mthnfllormhhmrv -] k.e-pﬁnnnnn fils for 8 long period, could these docwnanu B
X be scheculed mparately? - N
TX 1. lethe i lnformatlon ‘contained in this saries wear pubh:hod? i yu mch ©oy. o ]
g. ls the information mnnlnod in this mriat ever snalyzad l.ndlor rsoordad in 8 aum.—.anzed repoit?
L X H ves, atiach copy. e 3 3 e
S x| W s there a duplicstion of this saries in your offics, or in mother office or aqan:y? s
X | | tyes wham? e eEeh
'X | T I. Is this series for 8 major portion of it) reguiarly microfilmed? ]
X "Doss the record srias resuh ins m-omninar:toi?___m e T
FiT Retentaon R-Qummrm The tollowing requirss the saries to be ke
Ga. Code Ann, Title 31 Chapter 10, #31-10-25 ~
8. Stais Law permanent yesx -d.  Awudit pariod ) - . vyears.
b. Swtuts of limitstion e yusrx, e. Admininrstive nesd T —_ _yesn,
c. Fodara! law ——— e Y8BT - 1. Fecarsl rstantion insguctions —_——— . Yesrt
Artach copy or exzerpt of Lrws or regulstions. Explain sdminisirative need.
TATET oA Re T T omdrab e eI o P St
. 9
5
e —— | —— — ’ — il ——
12. Approved Disposition instructions Thu agency recommends that the f:le tane: ba cut off at tha end of each: _
" B Calandar Yaar; [ Fiscal Yaar; O Other e ___ then,

(gggtificagq) -Cut off file at the end of each calendar year; hold in current files area 1 year ;
then transfer to State Archives for permanent retention.
Maintenance instructions- Microfilm certificate file in duplicate each month, Microfilm
certificate file in duplicate, for preced calendar year, each July following cut-off;-
meking two original rolls and one duplicate,
(Monthly Microfilm File)-(l) Send one original to Naticnal Center for Health Statistics Pept.
Health and Human Services. (Note: If this microfilm is returned destroy.) (2) Kcep one '
original in Vital Records Office untill snnual microfilm 1s completed, then destrdy.

(Annual Microfilm File)-(1) Retire one original to State Archives for permanent retention. (2)' h

“Keep one original in Vital Records Office,(security copy) (3 Keep one duplicate “Topy in
‘vital Records Office (reference copy) untill no longer needed for referegee then destroy.
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*Certificates (for every year since births have been registered) are needed frequently for
registering any amendments which are necessary to correct errors, Ga. Code, 31-10-33
requires that the original certificate be marked "Amended" with the date on which gmended.

Agency H...dlDeugnﬂ !Slgnlrurll ) 1 Date Rocordl Mansgemant O'Hu:ar !Srpmrunl

State Racords Committes (Signature} Date

of exzienston.] ({Secriary of Su/Oasgres %MW%E_” B ‘by‘f/?"'
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. f/; " Kecords Retention Schedule
. _ / |
GEORGIA;DEPARTMENT OF HUMAN RESOURCES
Department of Physical Health
' Vital Records Unit
- Appl. AT
No, Description

74 -No\

CERTIFICATE OF DEATH FILES -
Documents relating to the death of
individuals whe die in Georgia,
Included is form ADM 5.3 (12-1-56)
(Certificate of Death) which gives
personal particulars about the
— deceased and medical information
which is used for statistical
tabulations to show causes of
death and reflect . local state
and national trends of the effective-
ness of the public health programs,
The file i{s arranged alphabetically
'by county sach month, and indexed
by name of decedent . Each year an
- *alphabetical index is prlnted by the
?’computer. ‘ - - .

I

Disposition

Certificate file - cut off
file at end of each calendar
year; then hold in current
files area 5 years; then

. retire to State Archives for

permanent retention,

Microfilm certificate file
in duplicate each month,
Microfi{lm certificate in’~
duplicate (for preceding
calendar year) each July
following cut off,

Monthly microfilm file -

(1) send one copy to National
Center for Health Statistics,
Department of Health, Education,
and Welfare, (2) hold second

copy in Vital Records Office and
destroy when annual microfilming
is completed.

Antnual microfilm file - (1) retire
one copy to Archives for permanent
retention. (2) keep one copy in
Vital Records Qffice; destroy when
obdolete, superseded, or no longer

-. needed for reference,

Index -destroy monthly prlntout when
updated copy 1Is received; retaln
annual index for permanent use,

AMENDS #1911, 7/6/72.
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Departmeﬁt of Human Resources :

Division of Physical Health " Mr. C. Clayton Turner

Vital Records Unit - Roon 217-H L __ e
- [T vor Vernlag TIt .M'fo.'"":[“ el a.

47 Trinity Avenue, S. W, ~ Atlanta, Georgia 30334 2 D”ecéo'r Records 6"56 '4750
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RUTTOR REQUESTED pyenp #4z3; 191; 192; 193; and 225. Rescind # 214,

: ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIONL,

: = TFECORD VWILL CONTINUE TO ACCUMULATE. KO FURTHER ACCUMULATIOE ANTICIPATE
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Dztes of Series

1916 - to ﬂa e
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9. Exzc} Series Title
VITAL RECORDS URIT FILES (See ettached sheet)
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Tnal is the function of the OfflC“ in which this record series is created?

he Division of Physical Health is responsible for the administration, direction and

rdination of the Physical Health Programs in the State, These include, but are not
mited to, health stazndards for businesses, housing, field operations, &nd hospitals
tnroughout the State; improvement of physical end dental health of adults and children,
eznd health of expectant mothers; administration of family planning and sterilization
programs; diagnosis and control of diseases; supervision of construction and liceasure of
healtts facilities; and administration of the Cancer Assistance Frogram.

The Vital Recorde Unit serves as custodian for records of birth, death, fetal dezth,
marrirze, divarce, annulments of marriace, adcptions, legitimations, and public healch and
medical data incidental thereto., (Ga. Code, Sec. . 88-1702 fa/). - . : -

1., This Tile conteins the fellowing dobuments (1ncluﬂe Torm numbers and titles, if anv,
; and file arrangament ).

SEE ATTACHED LIST

ATTACH SAMPLES OF THE FILE
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1I. Is this the Record Copy df the series? (1 (71
Z.. Is trere 2 duplication of this series in another office or agency? N
23. Is the irformation contained in this series ever summarlaed or publlshed’ ' [T [1
~itach copy ©f summary or publication.
7. Zoes the seriés contain classified information reguiring security handling? LY 11
17, o923 the series initiate, amend or terminate agency policies and procedures? [1 1]
ZZ. Could the function be performed if the files were lost or destroyed? [1 [
1. Is the series (or major portion of it) regulariy microfilmed? If yes, why? (1 {1
z o235 the record series provide datz as inrut to an EDP file? [ 1 (1
z1. Dces the record series contain docuzentetion prroduced as EDP printout? - = { 1 [ 1
1
£r. Ezs the Federal Government 1ssu¢d instructions governing the retention/dispo- .1 J [ 1 @
sitiop of these files? . o S N ’ i
i Will,uane be a need for thﬂse recovds lC 15 yesrs from pow? If ves, what? : | ] 11
REQUIR '?%HTS;' Thg,follcwing requires the files to be kert_ years: ﬁ
= I0STATE. b.[JSTAEUTE OF  c.[JAUBTT  o.[1FEDERAL  e. [ JADMINISIRATIVE £. [ INISTORICAL h
LEN ; SLIMITATION - - -PERIOD . LAV . pzcIsion - -VALUE. i
: -f(lite Los, Statute, or-other reason for the relention reguirenont) ;
Georgia Health Code - Chapter 88-~17 Vital Records L e e - . :
I
. -
- 2 ~AT TN e T T T T e e s e s e " '7""'" T T T T T T L T T e
<. AGENCY RECOMMERDATIONS. T 1is ogency recorrends thet the file sevics broeut off at the end |
. pnnan wean gency el irg | SEE FrfRAIES Tief ene
of each ~[JCALENDAR YEAR -[]FISCAL YZAR © ~{JOTHER __°5h B2280HSY BAS%  _ ,then:
!
Hold in the current files area_ | ”onuh(s)/ ___year{s): i
Transfer to [ ] State Records Center [ ] Local Holding Area; hold . _year(s): g
Testroy. i

Pransfer to State Archives for permanent retentiOna
Destroy immediately after cut-off.
Other: (Specify)
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(Indicate briefly rationale for reccrmevdations above/or wurite additional remarks):

e i —— o —

o ID;”W OTHER REQUIRED S IGNATURES DATE
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el )J, Maragement Gffteer (S {ézanature)
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."Lsco. mendations | Aaeﬂ@f Head/Deszgnee
in paragraph 25|[\} Approved [ ] Disapproved
are: *ta+5rnuaﬂtor/be51qnve

o -LlAJ_Eroved [ ] Disapprovedd \.
S.ATE‘??tﬁpDS auec etary of State/Designee b

| COMMITTEE ‘pﬁroved)[_l_D]sapproved.
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Re&éfds_Rgaenﬁion Schedule

GEQRGIA DEPARTMENT OF HUMAN RESCURCES

Department of Physical Health
Vital Records Unit

_ Description

CERTIFICATE OF DEATH FILES -
Documents relating to the death of
individuals who die in Georgia.
Includea\'s forn ADM 5.3 (12-1-56)
(Certificate of Death) which gives
personal particulars about the
deceased and medical information
which is used for statistical
tabulations to show causes of

death and reflect . local state

and national trends of the effactive-
ness of the public health programs.
The file is arranged alphabetically

by county each wouth, and indexed

by name of decedent . Each year an
alphabetical index is Printed by the

~ computer, ‘ . 1=

Disposition

Certificate file = cut off
file at end of each calendar
year; then hold in current
files area 5 years; then
retire to State Archives for
permanent retention.

Microfilm certificate file
in duplicate each month.
Microfilm certificate in~
duplicate (for preceding

. calendar year) each July
following cut off,

Monthly microfilm file

(1) send one ccpy to National

Center for Health Statistics,

Department of Health Education,
] (¥ote: In the

and Walfare,
R e )b 'l...:E is ol t e ~
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dastroy). (2) Hold second copy
in Vital Records Unit, destroy,
when annual microfilming is
completed.

Annual mierofilm file - (1) retire
one copy to Archives for permanent
retention, (2) keep one copy in
Vital Records Office; destroy when
obsolete, superseded, or no loanger
needed for reference,

Index ~destroy monthly printout when
updated copy is received; retain.
annual index fof‘ggrﬁanent use. !

AMENDS #1191, 7/6/72.



